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     Conferences are not appropriate if the subject matter can be transmitted by directive,
     telephone, video teleconferencing (VTC), or other means at a fraction of the cost
     without significant reduction of effectiveness.

a.  Reference (a) provides policy for controlling the scheduling of conferences
requiring TAD funds.  The objective is to conserve funds by approving only those
events that are directly related to the assigned mission and ensuring that
anticipated results justify the cost.

b.  Reference (b) delineates specific criteria, procedures and approval authorities
for attendance at and participation in conferences by military personnel.

c.  Reference (c) provides policy guidance for civilian attendance at and
participation in conferences.

 
d.  Reference (d) provides guidance for agencies in the National Capital Area to

acquire commercial conference space when government owned/controlled
space is not available.

5.  Policy.  It is NAVFACENGCOM policy that:

a.  The scheduling of all Command sponsored conferences involving the
expenditure of TAD funds shall be kept to a minimum, both in terms of the
number of conferences and the number of attendees, consistent with effective
administration of the mission.

b.  Conference objectives shall be clearly spelled out and related to assigned
 mission.  Expected results shall be commensurate with the expenditure of
 labor and funds.
 
c.  The conference approach must be considered the most cost effective means

            of accomplishing the objectives.
 
       d.  The selection of the conference site shall follow a cost effective approach

 based primarily upon the geographical dispersion of the proposed attendees.
 Such costs as travel, per diem rates, BOQ and conference space availability
 must be considered and minimized.  (Note:  General Services Administration
 (GSA) Bulletin FOMR A-83 of 01 Apr 83 provides a conference location
 selection model.)

 
e.  Conferences shall  be conducted in government or other no-cost space,
     except when a waiver is granted by the authorized administrative official.
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GUIDANCE AND PROCEDURES FOR APPROVING INDIVIDUAL ATTENDANCE AT
CONFERENCES

1.  Definition.  A gathering of people involving a prearranged agenda, speakers and
participants for sharing or disseminating information, discussing, consulting and/or reaching
consensus.  Symposia, seminars, conventions, expositions and workshops are normally
included under this definition.

2.  General.

a.  Activities shall establish local procedures to ensure compliance with the policies
and requirements set forth in references (a) through (c), this instruction and this
enclosure.  Requests for attendance at conferences shall have the prior written
approval of the appropriate authority.

b.  Requests shall be approved only when there is a clear and direct relationship
between the conference agenda and the mission related duties and
responsibilities of the proposed attendee.

c.  Attendance shall be limited to the minimum number necessary for
accomplishment of mission oriented objectives.

d.  Personnel generally will not participate in conferences sponsored by commercial
firms, consultants or industrial associations which charge the Navy high
registration fees.

e.  Documentation shall be maintained on all conference approvals for record
purposes.

2.  Approval Authority.

a.  Military requests for attendance at conferences shall be approved only by
Commanders/Commanding Officers.

 
b.  Civilian requests for attendance at conferences shall be approved only at the

Director level or higher.

3.  Forms.  Requests for attendance at conferences shall be submitted on NAVSO 12000/2
(or OPNAV 5050/11) and shall follow locally established procedures.  In some cases, as
explained in reference (c), civilian requests should be submitted on a DD 1556.
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